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LARC Training 

Open Compass. Click on “Reports”. 
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1) To find a list of your stores: 

Expand “Vendor Management Reports” by clicking the plus in the little box. Select “Vendor List”. 

Select your Local Agency. Best to select “All” on the other criteria (Peer Group, Store Type, etc.), unless you want a specific city, etc.  
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Click the “View Report” button in the top right hand corner. As an example, I ran a report for Tri-County.  



4 
 

2) MONITORING REPORTING REPORTS 

 Expand “General Reports” listed under Vendor Management Reports. Then select “Routine Monitoring”. 
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For the current agreement period, enter the Start Date as 01/01/2014, and End Date as 12/31/2016. This is the retailer’s 3 year agreement period. Select your Local 

Agency and you Name. Click the “View Report” button located in the top right corner. As you can see, I ran this report using Tri-Country again, no particular 

individual, and the results are 19 pages.  
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To Export the results Data/Report, click the purple floppy disk icon    

 

Select “CSV (comma delimited)”. Save. Open.  

 

 

 



7 
 

Here is an example of exporting the report I ran for Tri-County: 

 
I highlighted all the columns of data and went to the “Data” tab at the top, then “Filter”. Sometimes Compass gives us too much information, like before 

the start date or after the end date chosen. Best to sort by Date, then remove any incorrect dates. 
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To see the stores that still need a monitoring visit, I sorted the data by “Monitoring Result”. You can see that there are blanks. The stores highlighted in red 

are the stores that have not had a monitoring visit yet during the date range chosen (should be the 3 year agreement period).  

 

 

****REMEMBER ALL MONITORING REPORTS MUST BE COMPLETED AND SUBMITTED BY AUGUST 31, 2016***** 


